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1. Requesting Agency

HXLXXAHX D2PARTHB3T

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

A

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to hove value
to warrant retention.

B
Establish - retention schedule for re-

j [ I cords for which there Is o continuing
accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
NoV,

»

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

ADSIHISTRATIVB AC00UOTIB3 RECCBDS

Datesi 1*1*6 - -
Quantity i 26 lettor-si&e drawers and 3 check-siae transfiles
File Arrangements Chronological
Annual Accumulation i 3 drawer*
Disposable Amount! 2$ cubic feet
Audttt State and Federal

This item includes a l l standard accounting forma used by state
agencies as supporting data to the final books of entry. The final
books of maatxj A M ±A h? ratalr^ pnr̂ aTWTltlyT SJ*M?4 eic-Vlly tym

5Ujp$iGiiting records arei

Controller of the Treasury

Fora Ho.
Jtemorandoi of Adjtutnant

E-l-S Distribution of Charges
B-l and B - | TronsHittal
DD-1 Certificate of Deposit and Bank Deposit Slip
R-2 (foraarly MR-2) Monthly Report of State Funds Collected and

Deposited
Distribution of Unexpended and Obligated

B«nthly Rtntttamnf. «f Bftlmmfl

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7_Agericy, Division or Bureau Representative

The Adjutant General October 3, 1956
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
^Records Commission. •

/c/r/m IWwi^
Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

OCT 8 tore J^\^Jt^
Date* Secretory



FORM HR-RM

Hcill of Records
Commission

1A

( XEQUEST FOR RECORDS RETENTION JL
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PAGE
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4.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

Purchasing Bureau (Departnant of Budget and Procurement)

1-A

100-16
39-Aand

CF-1
10O/2U
27-A
CF-3

26-A
52
51

lean!Mi*Ai for Supplies

ltO-A

Purchase Order
Out-of-Sehedale Requisition for Supplies
Stores Requisition
Copy of Contract Awarded
Capital Fond Requisition for Equipment
Aetna! Besrgency end Repairs Beport
Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoice
Hotice of Award of Contract

Beport of Partial Delivery

Budget Bureau (Deportment of Budget and Procurement)

BB-1 (Rev.) Formerly BB-1 and BB-2
Budget Schedule AmenrtBwnt Sheet

B.P. Inv. RICH Report of Flaned Assets (annual)
B.P* Inv, H102 RepGrt of Materials and Supplies (annual)
B.P. Inv* 6 Hateriala and Supplies Physical Inventory (annual)
Budget Form Mos« .
1 thra 11 Budget Esttnatea Fiscal Tear (13 pages Including

fara stateaent)

Others

103U Publio Voseher for Purchases and Servieea Aether than
Personal (U.S. Comptroller General fora). ^ : ,

Vendors Invdees • ; -""- "'""• ""' ''
Bank Deposit Slips . \
Bank Statements
Bank Deposit Receipts
Canceled C*WH?)TB

RECO?«ENDATI0HI R8EADI FOR THRffi TEARS OR UUTIL AdfilTar (STATE AND
; FEDERAL), WOCffî ER I S LATER, AND TiiSH-BESTROTr

ACCOmgINO RgCORDS FOR IBICH DISPOSAL HAS BEEN PROVIDED B7 A OZNERAZ
HBWnfla ttiSisMXUJH scit&DULb.

PAIROLL (Prior to July 1, 1953). The agency copy of this payroll
fora i s to be retained for five years or until audited, whichever
i s later, and then destroyed. (Qeneral Schedule No. G-l, Item 1-d,
amaowed by the Board of Public Works, January 11, 195U).
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5. Description of Records
Describe records accurately. Include t i t le , f o r m number, size of documents,
work or act iv i ty to which the records relate, inclusive dates, and quant i ty
(cubic or l inear f ee t ) . Show recommended retent ion period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

iu

PAJROLL JOTOHAL - The agency copy la to be retained for three yean
tee until audited, vtdehever la later and then destroyed* (Oeneral
Schedule Bo* 0-2. Item 1-d, approvod by the Board of Public Works,
January 11, 195k).

PATR0LL EXGEPTIOBS, Additions and Exceptions - the agency copy is
to be retained for throe years or until audited, whichever la
later, and then destroyed. (Oeneral Schedule No. 0-2, Item 3-b,
approved by the Board of Public Works, January 11* 19£U)«

Pit HARRIOTS - The agency copy la to be retained for three years
or until audited, whichever Is later, and then destroyed. (Oeneral
Schedule No. 0-3, Item 3, approved by the Board of Public Works.
Hay 10, 1S5U).

RECEIVING* WARRANTS - The ageney copy Is to be retained for three
years or until audited, whichever Is later* and then destroyed.
(Oeneral Schedule Ho. 0-fc, Item 3* approved by the Board of Public
Works, Ray 10, 19SU).

TRABSMTTTAL FCRM E-l or g-& (Ceraptroller of the Treasury Form) is
to be retained for three years or until audited, whichever is
later and then destroyed. (Oeneral Schedule Ho. 0-5, Item 3,
approved by the Board of Public Works, Ray 10, 195b).

MA3TSR AUTHQRIZATIOH

This State-odde form of Hie Oanaissloner of Personnel is the author-
isation for entering the employee's naae on the payroll or for mak-
ing any changes in the pay rate. It also shows all pay <»«*^"i'1

RECOKHENDATIGlli RETAIN VSEO& EMPX0ZBD AHD FOB VBBS TSARS JFIER,
DATE OF SEPARATION, OR QBTIL AUDITS), UBICB&7ER
IS IATSI, AHD THBH BSSTROT. \^c

I£AVE PECOWre

File Inoludes the fcUovine records t

Leave record card - Form SEC 12B-A, a standan
prepared annually for each M o b B M .

Leave TP"^ ̂ **atl ***#
Doctor's certificates

fora.

RBCa^OTiHnATIOH* REZAIS FOB THREE TEARS CR 0 8 T U . AUDIT, WUCHBVER
I S LATER, AND TflSS ISSTROX.
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